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QUARTERLY PROGRESS REPORT
Complete Part A (Technical) and  Part B (Financial) as a single file (Word or pdf). 
Use your project number followed by quarter number as the file name, see pattern below, where  OTCREOS7.1-21 indicates project number and -Q1 indicates the quarter number, followed by the year of the project. Change the file name in the footer to the file name of your progress report. E-mail completed form to Michelle McFarland (michelle.mcfarland@okstate.edu), Musharraf Zaman (zaman@ou.edu), Tony Dark (tony.dark@okstate.edu) and Arnulf Hagen (aphagen@fullnet.net). Details on expenditures, invoices, matching documents, etc. should be prepared by the administrative unit of each OTC institution and submitted directly to Bret Harmon (hbrett@okstate.edu), do not send him the quarterly reports.
Quarter dates follow the federal fiscal year which begins October 1.
Deadline January 15, Quarter 1  October – December (Sample file name : OTCREOS7.1-21-Q1)

Deadline April 15, Quarter 2  January – March  (Sample file name : OTCREOS7.1-21-Q2)

Deadline July 15, Quarter 3  April – June  (Sample file name: OTCREOS7.1-21-Q3)
Deadline, October 15, Quarter 4  July – September (Sample file name : OTCREOS7.1-21-Q4)

Complete the file name with the last two digits of the federal fiscal year, e.g., 
OTCREOS7.1-21-Q4-10.
The Quarterly reports are used to approve project invoicing, they are optional when an Annual Report has a due date within ± 30 days of the applicable Quarterly Report. 
PART  A (TECHNICAL)
1. Project Identification

Project Number (e.g., OTCREOS7.1-21): 
Report Date:




Quarter (e.g., July- Sept. 2010):

Project Title: 
Principal Investigator (PI): 

PI Institution: 





PI Phone: 
PI E-mail: 





Subcontract PI, if any:
2. Summary of work performed during the reporting period (clearly describe what was done)
3. Overall summary of work performed to date (provide specifics that will help assess if the project is on track to on-time completion)

4. Problems encountered, if any, and actions taken to address them
5. Work planned for next quarter

6. Additional Comments, if any

PART  B (FINANCIAL)
7. Financial

Total funds approved by OTC:


 Overall expenditures (approximate) to date: 
Expenditures (approximate) this quarter: 
Note: Actual expenditures and associated matching documentation report will be prepared by the administrative unit of each OTC institution.
PART  C (PERFORMANCE MEASURE DATA)  

THIS SECTION HAS BEEN DELETED FOR Q4 2010.  
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